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Overview Text Tools
I:-r‘-g"-"t butty,, b“““i" Deshtap Publishin The teelbar is the set of icons ond buttons thot are ot the top of the pogeina
. - - o desktop publisher. You should already brow some of these from vour earlier study:

- -Dashtop publishing is when we crecte documents
wsing poge losout soffware.

i 'J -We con use dashtop publishing te make things like
newsletters, brochures, mogozines ond newspopears.

- Some examples of softwaore thot we con use for

desktop publishing cre Microsoft Bublisher, Adche
Spark and Canva.

-When wing desktop publishers, we considar how
imoges ond text ore laid out the page in on aye-

catching and oppropricte format.

Thase tocls can chonge the text.

Clicking on this icon allows you
to chonge the size of the text.

BIU.- The B maokes the text Bold. 14 Aftar prasing the icom, you will
The Jwrites the text in fEalics. see o list of numbers. The
- larger the number selectad,
The U underlines the text. the bigger your text will be.
Clicking on this icon allows Clicking on this icon opens the
you to change the font (skyle) & . text colour tool. [t ellows you
Berfin Sans FE of the text. Most desktop to chonge the colour of the

Layout of A Page

Whian dashtop publishing, we consider how we con loy out o poge in the most interasting,
aye-cotching, cnd appropriote wons, to suit owr purpose ond audience.

publishers hawve morny styles
to choose from.

text. There cre oftan many

rolonrs #o rhonsa from

s A

The unde tool reverse: the last thing thaot you did. i you maoke o
mistake, the undo tool con help you to get it back to how it wos.

Think about how

different colours make ws

F think and feel.

Think obout whera you
will put the dote and
price of the magazine —

this is important
- informaotion!
Magozines are normally
in porbrait arientotion.

l Think about how you loy
out text and imoges.

The title should be large,
bold cnd claar. I is
normiclly the largest text

on the page. ‘

Consider which font you
will use — different fonts
create different idecs

and feelings. -

—
Wht is the moin story of ;

"

the maogazine? How can
wou sum the story up in o

fawr weards? .ﬂ'

Image and Layout Tools

Termplates howe o
—-r pre-arranged
B B

L __ 4
lam it

-The_styles tool is o real time
scver. You get to choose o

lenyout, colour e number of different features,
) schame and style Styles |e.g. fonts and colours, and it will
E E @ that you con adapt - apply the rulas to the whola
for your neads! documeant.
Text boxes allow you to type -This tool lets vou insert pictures
A text anywhere on the document. inta ”nf'“- document. You can
The box itself can be colourad. =5 select pictures clready o your
Draw You con make the text box as || Pictures cnmp:jrter, o m_ar-:h the ITItEI-'I'IE‘t
Text Box| large or small as you want, and for picturas. Pixobay contains

rotate it wing this syp=haol.

lots of pictures thot wouw con
legally usa in publicotions.




Internet

The Internet is a vast network of computers
connected to each other all around the world.

search engine
optimisation (SEO)

The process of getting more clicks onto a web
page from a search engine by improving the web
page content.

search engine results
page (SERP)

Search engine results page is the list of web pages,
images and videos generated by search engines in
response to inputted search terms.

Uniform Resource
Locator (URL)

This is the address given to find web pages on a
web browser, for example, www.twinkl.co.uk.

web browser

A web browser allows you to access the Internet,
including search engines and other web pages.

web crawler

A computer program that crawls across the World
Wide Web to find and index pages for search
engines. It is sometimes called a spider.

This is a specific page that is viewed on a web

web page browser by entering a URL address. It can display
text, graphics and hyperlinks to other web pages.
website This is a collection of web pages grouped together.

A search engine is a service you use on the
Internet to help you find information via the
World Wide Web.

They allow us to input words or phrases into
the search bar or address bar. The search
engine then provides a list of websites or web
pages that link to the words or phrases that
were inputted.




What Is Deskiop Publishing

. The relationship between the height and width Desktop publishing is the use of a PC device to combine various
aspect ratio of an image on a screen. elements like text, photographs, shapes and charts in order
A picture made by putting images together on to create printed materials such as posters, books, leaflets
collage a computer. or magazines.

Th text looks. Thi be the style, si .
font ¢ way o0ks. Ts can be yle, stze How Can You Order Objects?
or colour.

= Select an object.

The appearance or presentation of text, objects

format ,
or images.

» Right-click to order the objects.

Combining multiple objects into a single group

grotiptng so they behave as if they are one object.

Changing the size of a shape or object on
a computer.

Click here to move the selected
object to the front.

manipulate

Handles that allow you to change the curve of

nodes : . i
a line or resize a shape. LSl R Click here to move the selected
order A tool to arrange objects, such as text and m Bring to Front object to the back.
images, into different layers on the screen. B! Send to Back
text b A text box is an object that can be placed in a Bring F d Click here to move the selected
e document and used to enter text. th e object in front of another.
. Separating images that have been grouped L4 | Send Backward
ungrouping together so they behave separately. Click here to move the selected
Changing the text to fit around an image object behind another.
wrap text

or object.




How Can You Group Objects?

» Select all the objects you want to group
together by holding down the Ctrl key
and left-clicking on each object.

« Right-click on the selected objects and select Group.
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How Can You Manipulate Shapes and Lines?
» Click on a shape to select it.

» Drag any of the squares nodes to manipulate the shape.

» For curved lines, double-click on the line.

» Drag any of the circle nodes to manipulate the line.

NN

How Can You Group Objects?
« Select and right-click on the text or text box.

- Select Wrap Text.

» Choose either Square or Tight. These are often the best options as they let you move

the text to anywhere on the page.
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Using PowerPoint

Powerfoint
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Add Mew Slide

Insert Picture Insert Word Art

A slide is a single page of a presentation,
The design is the style of the presentation- including
the colour of the slides, font styles and layout.

A slide transition is the visual effect that occurs
when you move from one slide to the next.

These are visual effects for objects in a PowerPoint,
Animation brings objects like text, images, or charts
on or of f the slide,

This is another name for a presentation,
This is a way of giving your text dif ferent effects,
A special shape designed to place text onto slides.

All of the features are accessed from the tabs along the top:

Insert Sound Format Background  Play Slide Show

Insert Text Box

Transition

What is PowerPoint?

PowerPoint is part of Microsoft Office
software. It is mainly used to create multimedia
presentations,

PowerFaoint is opened from the

Start Menu, H

PowerPoint uses a system of slides which can
contain words, images, charts and sounds.

Here is what PowerPoint looks like:

This is a PowerP oint
Presentation

Select the image you want to animate, click on
the Animation tab and choose an effect. Each

object can be animated.
Sound (audio):

Click on the TT IR
Insert tab, select | o [t
Audio and then o o

choose a sound

file or record your
own sound,




